
Upon logging in (using Chrome browser is recommended) #1 Accept the Upload and Submit task by 

clicking on the Upload and Submit link.  If you do not see the task, verify that you are in the #2 Tasks (PF) 

Tab or #3 Tasks (PD) tab.  Tasks (PF) will be used for projects created after 12.06.2020, while Tasks (PD) 

will be used for projects created before 12.06.2020. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



To upload plans #1 click on Submitted Plans folder.  To upload calculations, applications, reports, etc., #2 

click on Supporting Documents folder 

 

 

 

 

 

 

 

 



#1 click on Select Files button 

 

Convention for file naming 

• Preferred File types PDF (no urls or hyperlinks) 

• Each page of the drawings shall be uploaded as an individual file 

• Drawings files to be uploaded in landscape orientation. 

• The files shall be named in the following format: 

o “Sheet number-Sheet description” (maximum 32 characters)  

(ex. AS1-Site Plan) exclude extraneous information in the file names such 

as dates, version numbers, etc. 

 

 



Note following file naming convention 

Submitted Plans 

• Preferred File types PDF (no urls or hyperlinks) 

• Each page of the drawings shall be uploaded as an individual file 

• Drawings files to be uploaded in landscape orientation. 

• The files shall be named in the following format: 

o “Sheet number-Sheet description” (maximum 32 characters)  

(ex. AS1-Site Plan) exclude extraneous information in the file names such 

as dates, version numbers, etc. 

Supporting Documents Files 

• Preferred File types PDF 

• Support files that are required for project shall be uploaded in the supporting documents 

as multipage documents. 

 

#1 Drag files to be uploaded into upload window.  #2 Click Upload files button 

 

 

 

 

 

 



If all files have been uploaded, #1 check box #2 click Submit button.  If more files need to be uploaded 

#3 click View Folders button 

 

 

 

Submit button must be clicked.  Clicking Submit button will complete the Upload and Submit task.  

Building Division will not be able to start review process unless the Upload and Submit task is 

completed. 

 

 

 



If the submittal is not accepted #1 Accept the Prescreen Corrections task by clicking on the Prescreen 

Corrections link.  If you do not see the task, verify that you are in the #2 Tasks (PF) Tab or #3 Tasks (PD) 

tab.  Tasks (PF) will be used for projects created after 12.06.2020, while Tasks (PD) will be used for 

projects created before 12.06.2020. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Scroll down to view #1 Discussion Comment for general reason/instruction for submittal rejection.  #2 

upload plans or supporting documents addressing reason for submittal rejection.  After updated 

plans/documents have been uploaded, #3 check box then #4 click Submit button. 

 

 

 

 

 

 

 



During plan check process, status can be viewed via the Project Reports function.  From the project 

page, #1 click on Project Reports button 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



After review cycle is completed, #1 Accept the Respond and Resubmit task by clicking on the Respond 

and Resubmit link.  If you do not see the task, verify that you are in the #2 Tasks (PF) Tab or #3 Tasks 

(PD) tab.  Tasks (PF) will be used for projects created after 12.06.2020, while Tasks (PD) will be used for 

projects created before 12.06.2020. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



See #1 Reviewer Comments for general comments.  Click on #2 Changemarks button to see list and 

status of changemarks. 

 

 

 

 

 

 

 

 

 

 



Changemark Viewer will summarize all changemarks on plans.  Most importantly #1 it will show whether 

a changemark is resolved or unresolved.  You will be able to comment on changemark by scrolling to the 

right under Applicant Response. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



From #1 Home page, #2 click on Project link 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



#1 click on Submitted Plans folder to view marked up plans or click on Reviewer Attachments to view 

documents such as corrections list or forms from the reviewers. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Sheets with markups have a #1 pen w/ a red exclamation (!) mark icon.  Click on the icon to open the 

mark up. 

 

 

 

 

 

 

 

 

 

 

 

 

 



#1 check the View box.  #2 click the View button 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



#1 markups will show up on plan.  #2 changemarks will be listed in changemarks column. 

 

 

 

 

 

 

 

 

 

 

 

 

 



#1 click Upload Files button to upload corrected plan files.  IMPORTANT:  When uploading 

corrected/revised files, you must name the new files the EXACT same name as the file it is replacing.  

Do not add extraneous information such as dates, versions, etc.  ProjectDox will automatically create 

and overlay a V2 that will enable reviewers to more quickly and accurately review revised plans. 

 

 

 

 

 

 

 

 

 

 

 

 



After all corrections are addressed and new files uploaded, #1 Accept the Respond and Resubmit task by 

clicking on the Respond and Resubmit link.  If you do not see the task, verify that you are in the #2 Tasks 

(PF) Tab or #3 Tasks (PD) tab.  Tasks (PF) will be used for projects created after 12.06.2020, while Tasks 

(PD) will be used for projects created before 12.06.2020. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



#1 check confirmation boxes.  #2 click Submit button. 

 

 


